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ADMINISTRATION 1975-1976 

Office of the President 

Barbara Knowles Debs J Ph, D. , Acting President 

Elizabeth Porter, B.A. , Administrative Assistant 
to the Acting President ^ 
Janet Fuller, B.A. . Secretary to the Acting Presfdent 
Elizabeth O'Connor, RlS.C.J. , M.A. , Archivist 
Eleanor Carr, R.S.C.J. / Ph.D. , Curator 



iOffice of the Vice President for Academic Affairs 

Raymond J. Langley, Ph.D., Vice President for Academic Affairs , Dean 
of Special Programs , and Director of Summer Sessions 

Mary F. Thompson, Administrative Assistant to the 
Vice President for Academic Affairs a nd ' 
Assistant Director of Summer Sessions 
Marlene Fisher, Ph.D., Dean of Faculty 
Mary Blish, R. S.C.I., Ph.D. . Dean for Studies 

Deborah Correale, B.A. , Assistant to the Dean for ' 
Studies 

Marjorie Kivell , B.Ai, Advisor to Continuing Students 
Margaret j. Conway, R.S.C.J., M.A., Registrar 
Beatrice Boshi, Assistant Registrar 
V Mary^O'Connell, B.A. . Associate Dean of Continuing 

Education 

Barbara Van Riper, B.A. , Assistant to the 
Associate Dean of Continuing Educcftlon 
Catherine T. Tashjean, B.S. in L.S., Director of the Library 
Cora Brady, R S.C.J. , Ph,D, , Director, Master of Arts ' 

Program {to January 1, 1976) 
Toni thalenberg, M,A,, Director, Master of Arts Program 

(after January I, 1976) 
Gordon Bruno, Ed.D., Chairman of the Department and 
Director of Programs in Education 
MaryT. Clark, R.S.C.J., Ph.D., Graduate Studies 
Advisor 
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Office of the Vice President Tor S udent Development 



Henry G- Moses, Ph.D. , Vice President for Student Development 

Maureen Moon^y, M.S., Assistant for Student Development 
* Vlary Lee Thompson, Ph.D.. Coordinator of Faculty Campus Life Projects 
Jean Bautz, R.S.CoJ., M.A.. Director of Career Planning ^ 
and Field V\^ork 

Anne Sturges, R,S.C.J. , M.A. , Director of Student Employment 

Alice J, Burns, B.A.. Director of Residences . 

William H, Husted, B.A. . Assistant Director of Residences 
Jane MacDonald , B.A. , Assistant Director of Residences 

Joel Daunic, B..A., Director of Athletics ^ 

Barbara Cope, M.A., Director of Financial Aid- 

George Brand, Ph.D. , Director of Campus Ministry 

Anthony Howarth, M .A. , Director of Drama 

Marcia Warrington, M.S., Director of Higher Education , Opportunity 
\ • ^'\ ^-oqram , < a 4 ' . 

S>T^phine Lamb, M .S.W. . Assistant Director of Higher 

Education Opportunity Program 
Deborah Ewell, B.A. , Academic-Tutor Coordinator 
Lewis Beck^nstein, Ph.D,, Counselor 
Alan Crew , M « A, , Counselor 
Betty Reiser, M . S.W. . Counselor 

Margaret Hayes , R.S.c! J. , M?D. , Consu lt dVit Psychiatrist 
Edward A. Clerkin, M.D., College Physician 
Martha Webb. 'M.D. / College Physician 
'Mary Brett , R. N . , Head Nurse 



Office of the Dean of Admissions 



Prank Winch; fl . B,S.B>A. . Dean of Admissions 

Robert H. Jones, M .Ed. . Associate Dean of Admissions 

Mculonio M Smith, B.A., Assistant Dean of Admissions 
Mnrqcuet HDlleron> B.A. . Assistant to the Dean of 
Ad m i s s ion s for A'lumni-Admissions Program 



Of I ice of tho Vico Pro .1 Kir-nl l or Business/ Finance and Planning 



Norman Steinfeld . M.B.A., Trc/surer and Vice President for Business , 
Financ o_/rnil _Pln n ning 

Frcdorick' A Bciuer,^.A., Business Manager 

]c;r LciPof te . yCdmi-nistrator for Management and Operation 
of Mant 



MorK' Do^^arco, Supervisor of Housekeeping and 
/u s t od i a 1 Services 



ERIC 



Frank Porco, Director of Food Services 

Louis Rlcca , Asslstarit Director of Food Services 

Leonard Fusillo, Supervisor of Security 
Chester W. Allenchey, B.B.A,. Accounting Manager 
Rita Kelk, B.A. . Director of Personnel 

Office of the Vice Presid^t for College Relations 

John L. Cole, Vice President for College Relations 

Karen P. Stanmyre, Administrative Assistant to the 
Vice President for Collie Relations 
Missy Egan Diefenbach, Director of Alumni Affairs 
Sally J. Rogers , M.A.T. , Director of Alumni Giving 
Frank B. Chumley, M.S., Director of Foundation and Corporate 
Support 

Mary Van Schassen, Director of Publications 
Mary Matson Kelly, B.A. , Public Relations Coordinator 
Robert Ringer, B.A,, Assistant Piibllc Relations 
, Coordinator 

Pearl Cope! and, B.A., Coordinator of Special Projects 



\ 
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ISTS'-ye Elected Faculty Committees 
Note: Student representatives elected in fall". 



• Academic Policy Committee 
Sister Cora ^ady 

Richard Kohler 
Anthony LaMagra 
Daniel Murtaugh, Ch. 
Shirley Samuels 
Kwan Ha Yim 



'78 Humanities 

•77 Science & Math 
'76 Fine Arts 
'76 Mod. Lang. & Lit 
'77 At Large 
► '78 Social Sci. & History 



1 

Students 

Julie Wilson, M.A. 
Nancy Lovelace, M.A.Alt, 
Elizabeth Spaulding '76 • 
Mary Mulrean '77 
Mary Burns '78 



Board on Academic Standards 
*Mary Leo Thompson 
*Ruth Murdoch 
Sheila Morchou'se 
Catherine Myers (Sab.Sp.) 
Roger WiU^on 

Admissions Committee 
Myrna Klotzkin 
Anthony Piccolo. 
Edward Ryan 

Budget Committee 
Ruth Alschor 
John Ross 
Roy Van Til 



•76 At Large 

'77 Humanities & Fine Arts 
'77 Science & Math 
'76 Modern Lang. & Lit. 
'77 Soc. Sci. & History 



'77 
'76 
'78 



•76 
'77 

•78 



Chris Ford 

Nancy Gordon, M*A. 
Jill Sawyer, Alt. , M .A, 



Starring Committee: Chairpersons of Admissions Committee, Academic Policy 
rio^nrniltco, Faculty Review Committee, Faculty Status Committee and Library 
ComrnUtoo (to be elected in fall); Peter^Gruen, member-at-large . Jean Ford, 
Kevin McDermott, M..A., Ruth Smithers, Alt., M.A. 



C !2ni mi tt 0 0 on Pn cully Sta^u.^ 

M(} \ IcMio ri9h(?r ' 78 

Lfon Ku^^hnor '76 

Mdry Newton '78 

John O'HcUO ^ '77 

JcHin Shopiro '76 

D - ^™ity Revic^w Committoo 

Sustef Clocinor Cnrr '78 

MfUthd Chorniak . ^ '78 

*C>Knir.lf^ Rrx|uin ^'76 

Gerrird Thormcinn '77 

Loui^'lYokis '76 



(will be replaced) 



Douglas Brcttler 

Peter FrenQifrr''^A7K . 
Charlotte Foulk, Alt., M.A 



\ 
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Faculty Service Committee 
Sister Carroll 
Anne Funai^o 
Jacqueline Sarell 



Students 



Library Committee 
Sister Eleanor Carr, 
Sister Mary Clark 
*Anita Lauer 
Donna Nlckerson 
Robert O'Clair 
Claude Roquln 

College Tudlciary : ; 
Brooks Colbufn 



Mary Lee Thompson 



.Ch, 



•76. 
'78 
•77 



'76 
•78 
•76 
•78 
•77 
'77 



Ruth Ann Finn ^ 
Mrs. Le^d6, Staffjep. 

Barbara Bliss, M«A« 



Jim Monahan, Ch, 
Jphn Campbell 
Chris Clark 
Mike pavis 
Lenny^lngold 



ERLC 



Joint Committee on Academic Conduct ' 
Sister Je^ McGowan • Danny Weiss 

Mr. HarvkvStahl " ' 

Mr, E, DelaTianty 

Secretary to the Faculty ' ^ 

Phyllis Langldy 

Appointed Committees - 

Pre-Medical Committee : Richard Kohler, Mary Klrby, RuthAlscher, Sheila Morehouse, 
Mary Newton, ... 
Lecture- Committee: Robert O'Clair, Brooks Colburn, Mary Matson Kelly. 

Task Force on College Life - co-chairpersons: George Brand, Bettey Reiser. 

Sub-Committees * * 



Code of Conduct 
Dan Callahan 
Brooks Colburn 
Zelda King 
Jane MacDonald 
Hank Moses 
Bett y Reiser 
**Hope Taylor 



Ro6ldential Life 
George Brand 
**Alan ^?rew 
Joel Daunic 
Hank Moses 
Elizabeth Nealon 
Miriam Papanek 
John Radice 
Betty Reiser 
Marlene Smith 
Hope Taylor 

'* Appointed. Election for this position will take place at the next annual election, at 
which time a nominee shall be elected to fill out the unexpired term. 



Academic Life 
George Brand 
Dan Callahan 
Sister Carr 
Brooks Colburn 
Sister McGowan 
Robert O'Clair 
**Gerard Thormann 



** Group Coordinator 
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DEPARTMENTS 
1975-1976 * 



ART 



Mathew Broner, Chr. 
John Ross ^ 
Louis Traki3 

Alice Gordy, p.t. 
Phoebe Helman, p.t. i 
Scott Hyde, p.t. 
SeanKernan, p.t. 
Vincent MoorG,>p. t. ' 
tDaA)id November, p.t. 
' Ralph Weiss, p.t. 

ART HISTORY 

Mary Lee Thompson, Chr . 
Barbara Debs • 
Sister Eleanor Carr 
Harvey Stahl 

'Ruth McNamara Driscoll, p.t. (fall) 
Laura Kaufman, p.t. (spr.) 



BIOLOGY 



Ruth Alscher, Chr . 
— ' * t 

Thoma s Kelly ^ 

Mary Newton 

Maria Wolsky (sabb.) 

Iris Mastrangelo, p.t« (fall)' 
John Moyle , p. t „ (spr . ) 
Elizabeth Norton', p.t. 
Richdrd Staples , p.t. (spr.) 



CHEMISTRY 



Myrna Klotzkin, Chr . 
Sheila Morehouse 
Datta Naik 

John Pnvlos (sabb - year) 

*Joy Cheung , p.t, 
Am'adro IJ'AririmO; p . t . 



CLASSICS 
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ECONOMICS • 

' Seamus O'Cleireacain. dir> 
^ Edward Ryan 
Roy Van Til 

EDUCATION , ^ 

Gordon Bruno. Chr > 

MarapUine Barron 

Rae Clark 

Irma Greene 

Georgia Rave 

Shirley Samuels 

Sister Miriam Schumann 

Paul Czaja, p.t. (fall) 
, Nanette Boernberg, p.t,. (spr.) 
Harry Dunne, p,t; (spr.) p 
Sidney Pagan, p.t. (spr.) 
Steven Frantz, p.t. (fall) 
Carole Qferrity, p.t. (fall) 
Sh^rwin Glassner, p.t. 
Ruth" Gottesman, p.t. 
James Haskins, p.t. 
[ William Jassey , p.t. 
j PH^e be Lazarus , p.t. 
Victor Le via tin, p.t. 
Ar^ Mantarian, p.t. 
Stephen Mattis , p.t. (fall) 
^ Frankfin Myers /p.t. * , 

Marcia Norton, p.t. ^ 
Edith Oppman, p.t. (fall) ^ 
Betty Osman, p.t.^(fall) 
Anrje Schaefer, p.t; (spr.) 
Lydia Soifer, p.t. (spr.) 
Toni Tlialenberg, p.t. 

Extension 
Martin Felson 
, Hannah Flegenheimer 
JerUyn Podob 
Ruby Puryear 
Helen Weiss 
Martin Weiss 



Field Advi sors 
Henriette Blincier 
Anne Ehrenfeld 
Ellen Goodman 



EDUCATION - Field Advisors Continued 

Geraldine Halligan 
Irma Levine 
MauraJ^ivingston 
Deborah Salzer • 



ENGLISH 



Catherine Myers. Chr , (sabb - spr.j^ ^ 
Marlene Fisher • 
Daniel Murtau^h 

Robert- O'Clair * ^ • ^ 

Sister Eili^en O'Gorman 
Anthony Piccolo * 
•Nancy^Tompkins ^ 

' * Robert Phelps, p.t. (spr.) 



FRENCH. 



Claude Roquin, Chr . 
Ruth Murdoch 
Jacqueline Sareil 

Sister Aimee Bourneuf, p.t, 



GERMAN ' 

Sylva Brunner 
HISTORY 



:0 



Tameg Bonar, Chr. 
Martha Chomlak 
G^ard Thormann (sabb - spr ) 
Dora Woinnr 
.Roger WiUson .. 



ITALIAN 




MATHEMATICS 'Contl^ed 



Gerard Kiernan 



* Stephen Boies, p.t. 



MU3IC 



Anthony LaMaqra, Chr. (sabb 
Arthur Daniels * 
'Leon Kushner A 



Nancy R^ich 
Neil Waltzer 



Francis Brancaleone, p.t. 
Sister Catherine Carroll, p.,t, 
Marie Carbone, p;t. 
Pearl Ch6rtok/ p. t. 
Joseph Greco, p.t. 
Carl^Ua^, p.t. 
WilHam Harms , p.t. 
Edga'r Killiar, p.t. , 
Harold 1 ones, p.t. 
Roland Kohloff, p.t.' 
Elliot Maga^jin.er, p.t. 
Robert Mpnt,fesi , ^p. t. ^ 
* Eugene '5ab0, p.t. 
Alan Singcvrji p.t. 
Fredenck S'nyder, p.t. 
Stanley Sonn^^g, p.t. 
Anthony Sophos , p.t. 
Sofia Steffah, p^a. 
Louis §toin, p-t. 
LoLs Wa nn , p . t . ^ 
'Gowld Weale , p.t. 



PHILOSOP HY 



jjl^illL-MQ^ Y Clark, Chr 
J ^ Brooks Solburn 
Raymond Langlcy 



M.a r y, KLcby , C h r 
I'a'ul Dr^ viH 
Arnold Kol ton 
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PHYSICS^ . . ' . 

.... n 

G 0 o/-q c jvl od f G 1 Q w s k 1 , Chr . 

Richarci Kohler^ 

' :• ^ " • 

PO^LHTICA L SCUCNCi; , 
*». ' 1 l-owaid 1 lyman , 



■/ 



PQI^mCAL SCIENCE Continued 

• Pierre Lux-Wurm (sabb - spr.) * 
Plarold Quinley 
Jane'^Shapirp 



George Bran^, p.t, 
PSYCHOLOGY ... 



V • Everett Delahanty, Chr , 
Juanita Allen 
RocheHe Brief 
JohnKteir^haasy 
• John O'Hara 
^Miriam Papan^^k . 



> 



John Gould, po t, 
Gail Wasserman, p.t. 
Helen Wpit^sqn^ p.t. 



RELIGION 



list er je^ McGowan, Chr . 
„ .Sister Cora Brady 



Sister Adele Fisk:e , p.t. 
. " Albert Sadler 
RUSSIAN 



Katherine Ale^e ieff, Chr . 
Irene Boboshko 



Y 



HUMANITIES AND PROFESSIONS 

Albert Gaynor, p.t. (fall) 
C.E. Wilson, p.t. (fall) 
Raphael Scobey, p.t. (spr.) . 

INTERDI^CIPUNARY PROGRAM 
COMMITTEES 

. ♦. 

^ American Studies: James Bona r , 
Coordinator; Sistejf Eleanor Carr 
Anthony Piccolo, 

Asian Studies: $r,' Madeleine *Chi-; 
' Coordinator; M^rlene Fisher, i 
Sr. Adele Fiske, "Kwan Ha Yim. 



Classical Studies Committee: 
Peter Gruen, Coordinator; 
Sr, Adele Fiske , Mary Lee* 
Thompsori. 

- * * 

Medieval ^in<i Renaissance 
Studies; Hffi^vey Stahl, 
Coordinator; Mary Clai;k, 
Dora Weiner, 

Russian Area Studies:- Katherine 
Alexeieff, Coordinator: Irene 
Boboshko, r^actha Chomiak, 
Jane Shapiro. 



SOCIOLOGY 

■. John Mur ray / Chi o 
James Roth - 

Christino D^'Mers-'^ 
S'^ANISH ' 



' Marta de la PortiUa, Chr. 
.r.William Segreda' 



BRARY 



Catherine Tagh^eah, Director 

Stefania Koren. 

Phyllis La^Iey 

Anita Lauer . 

Donna Nickerson . 

Sister .Elizabeth O'Connor 
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1975 1976 



PRECEPTORS 



GENERAL ADVISOR 



4RT 



ART HISTORY 



Sr.Carr 



ASIAN STUDIES 
BIOLOGY * ' 

CHEMISTRY S.Morehous) 



CLASSICS 



ECONOMICS 



EDUCATIt)N 
,^ -,• ENGLISH 



FRENCH 



GERMAN 



HISTORY 



ITALIAN 



Roy Van TU 



S . Samuels 



D.Murtaugh 
A. Piccolo 
N.Tompkins 



Dora Weiner 



r .1 



M. Broner 



DEPARTMENTAL 
ADVISOR ^ ^ 

M. Br oner 

J. Ross • • 



Mary L.Thompson Harvey Stahl 



Mary Newton 



Peter Gruen 



Edward Ryan 



S. Samu'els 

C.Myers 
Sr.O'Gorman 
Sr* msh 
ii. Moses 

R. Murdoch 

J.Sarefl 

C*Ro'quin 

Sylva Brunner 

J. Bonar 
G.Thormann « 

Anne Eun^ro 



Ruth Alscher ^ 
Myrna Klotzkin 
*^6ter Gruej 
Edward Ry^n 

Gorc^on Bruno 
C.Myers 



R .Murdoch 

Sylva Brunner 
James Bonar 

Arjne Funaro 



CHAIR- 
PERSON 

• M. Broner 



M.L.^ 

Thompson 

Sro Chi 

\ 

R .Alscher 
M. Klotzkin 




G.Brun 



C.Myers/ 
Sr. O'Gorman 



C.Roquin 

S . Brunner 
J. Bonar 

A. Funaro 



ERIC 
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MATHEMATICS 
MUSIC 

PHILOSOPHY 



PHYSICS 

r 



PRECEPTORS 



Gerard Kiernan 




GENERAL ADVISORS DEPARTMENTAL 

ADVISOR 



Mary Kirby 
Leon Kushner 



)bks Colburn » Sr.- Mary Clark 



Richard jCohler 



Mary Kirby 

Anthony LaMagra 
Leon Kushner 

Sr. Mary Clark ^ 



George Modzelewski 
Richard Kohler 



CHAIR - 
PERSON 

Mary Kirby ' 

A. LaMagra/ 
Nancy Reich 

Sr. Mary 
Clark 

G. Modze-> 
lewski 



POLITICAL ^ 
SCIENCE 

PSYCHOLOGY 



RELIGION 



Kwan Ha Yim 

Miriam Pa pa nek 
Rochelle Brief 



Sr. Jean McGowan 



George Brand 
Jane Shapiro 
John Kleinhans 



Kwan Ha^ Yim 

Everett Delahanty 
Miriam Papanek 
John O'Hara 

Sr. Jean McGowan 



Kwan Ha Yim 



E. Delahanty 



Sr. J. 

McGowan 



RUSSIAN 

SOCIOLOGY 
SPANISH 



Katherine Alexeieff Katherinfe Alexeieff 

Irene BoDoshko* K. Alexeieff 



John Murray 



M'.de la Portilla 



K. Alexeieff 



J.Murray 

M - de la 
Portilla 



September, 1975 



^ ■ 
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PRECEPTORIALS 1975-76 



'His tory 
Mathematics 
Philosophy 
Political Science 
Psychol^y 



Religion 
Russian 
Sociology 




Aspects 9! American iArt 
Origins of Life 

n . • 

Economic Problems and /^cademic Life 
Crucial Issues in Education 

. • : ■ ■ r ' 

^ Reading Poetr^^ 
(^ntemporary American Writers 
Modern Prose Fictiorf 

What is History and Why Study It? 

Scientific Perspective on the World 

Art of Thinking and Writing 

'Pol(rr6^s and Governfnent ^ 

Confrontation: Psychology and 
ProBiems of Today 

Thought and Communication 

• The raith of Israel 

Rise of thcJIB^ussian Hero 

Sociology and the Problems of Poverty 



Sister Eleanor Garr 
Sheila Morehouse , 
V Roy Van Til ' / 
sAirley Samuelg 

Daniel D^^ftaugh 
'Anthony Pi(Scol6 
Nancy Tonjpkins . 

Dora Wein^r 

Gerard Kiernan / 

Brooks Colbur^, . 

"Kwan Ha Yim ' 

i' 

Miriam Papanfe 
Rochelle Briqf ^ 
Sister Jean^McGowan 
Katherin6' Alexeieff 
Christine DeTVlers 
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CALENDAR- 
1975-1976 



FALL 



Fin^l cour;^e registration for gradu^ate, 
part-time /Undergraduate and nond^gree 

/-Students 

Faculty Meeting 

CollegW/Registration for Freshaq[ien 
and Transfers 
Orientation 

College Registration for Upperclassmen ^ 
Classes begin . | \ 
Advising andM^i course registratibn 
for full-time undergraduates; d^dlilne, 
September 17 ' ^ . \> 

Special Advising Days <^ ' ; 

Convocation 

Portfolios due 'for September review 
iXst day for change of course registration 
Dep^Ktment Chairpersons Meeting ^ 
Departrfaent Meetings 
Fagulty IMeeting . 
A^URM^ 

te Record Exam 
Department -Chairpersons Meeting 
Final Registration for second^ 
half-^ijemester 
No cljasses 

Second half-semester courses begin 
Depar tment Meetings ^ 

Speci 3li^dvising Days ' 
AAUP Meetirf g 
Department Meetings 
Thanksgiving vacation 
Classes resume ' . , 

Preregis^ration for limited spring/courses 
Faculty Meeting ' • 

AAUP Me eting 

Portfolios due - last day of cla'sses 
Study day; January Graduates 
Senior Evaluation due 
Examination period 
Residence Halls Dlose at noo! 
Oh r i H t ma-g ^va ca t i on be g i n s 
January 2-3 Pall grades clue. • 

Regular Wednesday Meetings underlined^ 1:30 West Room. Reld Hall for Facility Meetings. 
AAUP. and D'^partment Chairpersons Meetings. Faculty Comnlittees self-scWfidule meetings 
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September 2-4 



September 3 : 
September 5 

September 6 
September 7 
September 8 
September 8- 17 



September 15-1^ 
September 10 
September 12, 
September 19 
September 24 
'October 1 ~ 
October 8', 
October 15 
October 1^ 
October 22 
October 24\ 

October 27-28 
October 2 9 
Ocidber 29 
Tviov ember 5 
November 10-11 
November 12 
November 19 
' November 26-30 
December 1 
December 1-3 
December 3 
December 10 
December 12 
December 15 

December 46-20 
December 2 1 



I 



I 



CALENDAR 
1975-1976 



SPRING. 



/ 



January 19-21 



January 26-February 2 



January 28 
February 2-3 
February 4 
February 6 

February II 
February 18 
February 25 
March 3 
March 10 
March 12- 

March 13 
March 22 



March 24 
March 29- 
Mai;ch 31 
April 7 
April 
Apri 



30 



7 

10' 



14 
15 
16 
26- 



Apri.) 
April 
A pr 1 1 
April 
Apri I 
May 
May 
May 
May 
May 
May 
May 22 
May 23 



28 



28 
5 
7 

10 

11-15 
15 
20 



1 ' . 

Final course registration for graduate, 
part-time undergraduate and 
nondegree students 
Classes begin - Advis'ing and final 
course registration for full-time 
undergraduates; Deadline February 3 
Depart ment Meetings 
Special Advising Days 
Faculty Meeting 

LasKday for change of course registra- 
tion 

Department Chairpexsans Meeting . 
AAUP Meeting ' , 

Department Meetings 
^ Faculty Meet ing" 
AAUP Meeting . 

Final re^sNbstration fbr second half- 

SQmest-er ' ' * * 

Spring.vacation begins 
Classes rcisume - second half-semester 
. courses begin 

Department Ch airpersons Meeting 
Special- Advising Days 
Departmerit M eetings ^ 
Senior Evalu'aition work due 
Faculty 'Meotirijg 
ReservarjofiS duCi for 1976-77, 
time unde?rgraduates 
AAUP Mfv eling 

Senior Cx/aluauon grades due 
no classes 

Preregistration for limited fall courses 
Departme nt Me Gtipqs 
Facult y Mc-'eUng 
Portfolios duo last day 
Study Day 
Examination period 
Senior Grades duci 
Spring Gtatir-s dun 
Commencement 
Roici Hall rj)Si's at noon 



full- 



1 



sses 



Regular'wednesday Meetings underlined: 1:30 West Room, Rcid Hail for FacuUy Meetings, 
AAUP, arid Department Cha irpersons Meetings. Faculty Committres self-schedul5^mecting-s. 
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GENERAL INFORMATION 



•BENEmS FOR FACULTY 



Retirefnent Annuity 



Every full-time member ol the Faculty^ is eligible to participate in the. . 
Teachers' Insurance and Annuity Program (TIAA) after one year of\full- 
lime 'appointment at the Coll7?ga. (Faculty members whp have carried 
TIAA in another InstiluUon pnor to joining the Manhattanifille Faculty 
may continue to participate a^t the time of^ taking up their appointments 
at the College.) Jhi^. Colioge contributes to the plan a sum ec(ual to 
7 1/2% of the regular annual salary of each participant.- The individual 
Faculty rricomber cortlributes 5% which may be tax-deferred. Additional . 
and supplemental contributions may be arranged with the possibility 
of tax-defer?al in -accordance with formulas established by law. 
*' > 
Medical- 1 nsurance 

: 

Blue Cross - Blue Shiel d ^ ^ 

lull-time members ofj'he Faculty are invited to join the Blue Cross- _ _ 
Biuo Shield- ManhattanviMe group. ParticipBnt^' B'eaf *tfi"e cost^of 

thi s 'policy V . ' . ■ 

Major Medica l ' ^ ' • • ^'"^ 

Major mt'dical insurarifi a rrta^^cimum of $25ifO00 in recoverable 

t'xporiBen io. availabu* to ai.l full-time rfiembers of the Faculty and . 

th'-ir (ir^pcn^ont.s upon r mp]oyMllt'^^^'with the College. The major - v ■ 

cont n\ Ihi:- i.ni3urc>n»:p u paiH by Lho College. 



The^Cullocjc b.uu:; the vo. \, ot providing each full-time member 

of tlu- iarulty with ti lift: Mu-Mimnce policy in an amount e.sXablished 
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Aqe at Nearest Birthday 


Coverage 


* 20 through 39 


$40,000 


40 through 44 


30.000 


t 45 through 49 


20,000 


50 through 54 


15,000 


55 through 59 


10,000 


60 through 64 


7, '500 


65 and over 


2,500 



Long-Term Disability Income . 

The College bears the c;^ost of providing every fullrtime member of the 
Faculty with a program of long-term disability insurance which provides 
monthly benefits equal to 50% of the basic monthly salary beginning 
six months after the date of total disability up to the sixty-fifth birthday, ] 
Plan benefits for any period of disability /are reduced by any Social 
Security alid Workmen's Compensation benefits to which the individual 
I is^^e/iti.tled . . . .. .. 

Home Financing 

The Board of \^s teo^yrtaTTTta^li shed a fund from which full-time mem^Ders 
6f the Faculty , alTr?ftwo yeorsvbf full-time service with the College, may 
be assisted in the purchase ola home. With the^ President' s approval, the 
Faculty member may file an application with the Treasurer. At present, such 
mortgages are limited to a maxirnurfh of $10,000 or one-third of the purchase 
priCe of the homo, ^hichover is "less. 

Wai ver of TuJ tion 

Tuition for couracs offfrcfi by thc' College in its regular Fall, Spring and 
Summer sessions hold on campus is waived f6r full-time members the 
Facility and members of ihcMr immediate family, which includes spouse and 
childrnn only, Requosls for waiver should be made. to the Personnel 
Offico; whoii poiunbln, fnic:h roquosts should be made two months before ► 
th(' beginning of each scMOf^^ncr . Tuition waiver is reduced by the amount 
of ony nward or scholar.Oiip from any source. It Is^ requirement for all 
entering students eJiqib^? for tujUon waiver that they apply for those 
govcrnmont programs lo which thoy are entitled by law (New York State 
Tuition Aid Phin, Basi - Opportuirlty Grant, etc.) 
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Moving Expenses 



The College may contribute up to one-half of the cost. This of course 
depends on geographic distance, entering rank, and budgetary limitations 

Faculty Travel and Research Grants 

,™ are administered by the Faculty Service Committee. Applications 
made on requisition forms and supportive statements provided where 
mlBKessary. These are submitted to the Office of the Vice President for 
Academic Affairs . For travel purposes, 'grants are allocated in the 
foll(^wing priority: to those presenting papers, to those representing the 
CQllfege for recruitment, etc., and to those in general attendance at 
prdM^sional meetings. • • 
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FACULTY RESPONSIBILITIES 

Members of the faculty are requested to read cai^fuUy tAe section on 
the Registrar's Office and to abide by the procfoures and ischedules 
there explained. It is essential that deadline^dates be horfored for 
the effective functioning of the College andvior fairness to ail students 
concerned. It ip^&lso important for faculty^to be familiar witK the 
details given in the Advising Manual, (irythe College Handbook) 

Faculty Absence 

In case of emergency, such as illne^ss, faculty rpembers who are 
unable to meet their classes must/notify the Registrar's Office as 
soon as possible, and also their/departjnent chairperson so that 
arrangements can be made to ccvver the^class. If unable to reach the 
Registrar*s Office for any rea>son, faculty should notify the Vice 
President for Academic Affai/s' office directly. Commuter students 
and Continuing Education sxudents in a class may form a telephone^ 
cooperative for notificaticm in case of change of class session, and 
faculty are asked to co9perate in arrangements which students 
establish, 

Classes are cancelled fo:^other reasons only with the approval of 
the Vice President for Academic Affairs, and the Registrar should 
then be notified.^ Alternate plans for class sessions must be approved- 
b-y the Vice President for Academic Affairs, and faculty are obligated 
Xp see that students arc notified of these arrangements well in advance. 

It is not the province of the [acuity Secretary tc^,aSsist in cancellations 
or alternate plans for rlass sessions. ^ 

Office Hours 

♦ 

Members of the Faculty arc expected to notify the Faculty Secretary concern- 
ing weekly 6ffice hours. Tl"iese are rriade available for students and admini- 
strative offices at the b(:ginning of each semester. Faculty are expected to 
adhere to the scheciulcj pDi-:t»^cl. changes in schedule are to be submitted 
promptly to- the Faculty Sru^rotary. 

Special Advisiijv^ Days 

Special AdvisirT^ Days are scheduled for September 15, 16; November 10, ^1; 
February 2, 3; and Marrh 29 30.' To allow additional regularly scheduled 
days before registration deadline* and toward the end of each seiffester 
for all advisees to meet ttu-ir advisors. 



Class AUendance 



Several years ago thi^ 
class attendance: 



'acu:*y adopted the following statement concerning 
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Education is a coope/a rive process in which both Faculty and students 
share a respon^vib:; i ty . Absence may affect students* achievement . 
cliffercntiy different courses; students are therefore advised t6| 
seek the guidance o: individual instructors in this matter. 
Insiruciors are asked to clarify at the first class meeting what 
they expect of stud^^nts and to be e^Jfecially careful to hold 
classes as schedulod on the days preceding and following holidays^ 
and yacailons , Students are not to be penalized for class 
absence if exa-ni nations and papers requested are satisfactorily 
presented. Bu^. oi'^'^n is the weaker student who is absent 
most frequently.. Ev^ :/ u-ffcrt should be made to assist this 
student in roming up to th\e standard of the class. 



It has been suggested that Faculty invite smokers and non 
smokers to sit wi dilferc^nt areas of the cla^'sroom to avoid 
discomfort to non- smokers • 



^Grades Duc: 

Faculty are r(!^'po.nsi bhi fo: submitting grades on the dates established by 
the Registrar-- January 2 .976 May 15, 1976. for seniors, apfd May 20, 197 
The work of the Board on Academic Sta^ndards requires that t/anscripts^ be 
prepared promptly at tlie end of ea&h semester. 




Or^urst^ Iwaluation 



Tht? lacuUy lUatui. Conrru'S requests that in the ninth week of /he term, 
larully 'Ji.^;iri\:>^tif ihi.\SMiu,:^ ^'umrni ttee course evaluation questionnaires 
lo br fiib- 1 out in ^'■•••J^'' Vuu; r-ooperation is als/asked whe/ sti/dent 
ropre:^{»ntative:-." wj;ih !q L:orKiucr course evaluati/n at the en^ of Jme semester. 

MfUihriirrjjivi,L'f-/now p.c-lu ;* rir\nua;j.y a Cj/rricular Gu/cle fj^r on-campus 



us(^ by jliidi nt:-' anrl a>lv'i -i.):.' 



neni Anlormation ribouL U)jj)t:T, 

You 



provid(Mj for a); lac*i,ji^y *^Vr 



i;(H'h facu/ty member /s asiced for a 



detcuiiMl (h : cfipijon o! '^arh oi ItUi hef cburs^^s, /ncluding all perti- 



wo. <)oacl< etc. See/he current Guidfc 
» oopor/ tlqn' 1 n subiriittipig this material 
a- acTUfcUr^Iy a., po ;. ib\ (jnlM'^e dciR to bo anrySunccKJ will be appreciated. 
Thr' Ue[}artrruui» ( :^.a,; [>. v . on I rejyponsible for/havi/g all course descriptions 
for tlu- Guid' m:^ w. > i 1 d. ("O'/cj.- BuUetir)/ in the hands of the Registrar at 



the dalr 



■t }jy IvM in ^ » li 
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Bt^ok Orders 

Requisitions (forms available in Faculty Secretary's office) should be sub- 
mitted by December 1 for the spring sifnester, by May V f or the fall semester, 
and by April 1 for the summer sessions, (see page 30 for further information 
about the B.ookforum.) ^ 

Disposition of Examinations, Term Papers. Senior Essays and Po rtfolios. 

Faculty are asked to hold blue books for at least twelve months after 

final examination in case a student should wish to review an examination ^ 

with the faculty member or request it for the portfolio. (The Registrar's i 

Office no longer holds blue books.) : ^ 

Term papers shx^ld be returned dir^tly to students and not left outside 
office doors -/^Students are encourag'ed to submit their papers with return 
addressed, stamped envelopes. ^ 

Senior essays of honors qualiVy should be kept in departmental files 
(master's essays, in the MA office).. Ail others should be returned to . 
students. (The Library no lonf^Tr holds senior essays.) f 

Portfolios are kept in the Advising Office. Portfolios of students who 
graduate are tine property of the student and should be picked up and 
taken at the timer of graduation. Portfolios not picked up within si4? 
months are destroyed . % 
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Faculty Due s * 

The Faculty Servlrr' ComrnittPn serves and repi^esents thje aeneral faculty 
by providing for: n-w:rpop'*' in the Faclulty Lounge, gratuities twice yearly 
to the sta*^f in the Faculty Dining Roomi, ^special gifts and cards, and 
arrangements for the College^ Ciiristmas party . Faculty dues are approximately ^ 
$6-00 for tuD-timc TKMnbr./.-, and $2 .0,0 fir part-time. 

Faculty Loungt ( . ' . 

.Coff'T- and tc-r^ cjrt' : • /^d in the' Faculty Lounge, Reid Hall, from 9:00 a.m. ■ 
ro 3:.iO p.m, on wrM-k«Jat^, and the newspaper and other reading material 
arc avfiilabl^' ir. Tni -\'c/c -'k UFfi of .the Lounge is restricted to members of * " 
Ltgf^ :'aciiUy and oihor p"f ?5or.s invited to membership and special guests 
Willi tho 0/ f:epij cj^'i of st.u'k.'n^s. Special arrangements for the use of the 
Fac'ully I.ouncjci 3hoaM#l;' nadf^ with the Faculty Service Committee. 

i 

Sluflenl- Faculty Louncj'^' ^ 

Room 112 in Brown.'^or has bfu^n furnished as a lounge to faciLitate Informal 
contact'bptwr'^^n f}riri students. Vending machines are located there. 

FocuUVj Oini:Kj Rc jo - n ' 

The Fdcully Diruncj Rc.orn >t ^'T'o lunch from 12:00 noon to 2:00/p.m. on " <^ 

aM wookday.s duuntj tl." 'U)-i and spiring semesters when oithef cla s ses 
or ( *XcHjQi rui t ion ^' a:(* bi .nuj Like the Faculty Lounge, it is sponsored 

by thf Facnjjly Si ; 'i'^ /oTi'm lifu; and open to members and their guests 
wtrti th^« •»xr^:f)Mf)n f.l ^ !».; L The paintings on loan in the Faculty ^ 
l;.nw,n Room ar«V 'i:^' •. oj Studio Art Department Faculty. 

Mrs, Bonnie^ 1 i.iv Mo. tess in the Faculty Dining Room, extension 

27 1: N'oti^i: of rjf ! ri ,r ' w -rU /- four hours should be #lven-if a g^roup' wi shes^ 
t^A/o tabJf'i. f)ul : Jjivht^on. Larger groups- should Idc taken to Nie 

Arn'-nccui Roon; cifMr q. m-fiU .^'hould be made with Mr. Frc.nk Porco, ex- 
^^rr.-lon if r[n' ■\<ii^:''vv,Ci' io needed.- The funcheon slip of a guest 

bfiruj f_MU' ruiiiud Ir, !• P'^ ' -"^^-ni should be signed by a faculty member , ^ 
in his^own iia r'ii^' d iif • -ibur tn* nt roqui sitioned from the Bu.sines's Office 

o . 



f 
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^ y - ^ * . . . • ' . . " 

Charges 'for iufioheon are a S/;fo]lows: , , ^ * - . ^ 

Sherry ^ * ^ 

CPholce of Sandwich (includes 
appetizer, dessert/ and' beyerdge)^ 
Cold Salad Plate (includes appetizer V - ^ 
dessert andibej^mage) " ,^ 

Hot Entree (ijicl^dt^s appetizer, salad, ft -'^^ 
Rolls and butter, dessert and beverage^ f $ 1.85 

Monthly bills (payable ojn presentation) ai'e^seht to individuals , r^ot 
departments, through the College Food Service. - • . * . ^ - 

Meals on Campus ^ " ; . 

In addition to the FacultvMDining.Room, faculty may purchiase meafls in 
the Students' Dini/ig^oi?^^ j'rl the Snack Bir'in FounderVs^'nd In tM 
Kennedy Buifding. Mopls in the Students* Dining'' Roonrmay be purcha 
individjjially in the Dining Room 6r „meal tickets'^in books%i ten in the v. 
Bursar''^ Office; these tickets are non-refundable. If a memkjer of the ' 
faculty is entertaining a gaest of the College or is required to rema^in 
on campus in the evening by College business, he may obtain meal" tickets 
frQjn the Vice President f6r. Academic Aff^rs . A fa|;uiey member whose clas? 
regularly schedulod for ihe evening is/Tiot entitled to thesej^ckets . 

OvernigJitv . ' "''IL v ^ 

In case of emGr<]oncy. thi* offiQa> of tife Director .^^'Residences can offer 
ovefnight accomodotions for a fnbdest fee to facufl^ members. -Faculty 
•should coll A}ic(: Bums ot Extension 495 or Jleave V^riessage at Spellma/i 

Acocic mi c Dross 



Academic Dres:s Is v;orn r)i Commencemenl and at Convotration in September 
FcicuUy wishing to rni^ yownn arc asked to make their own arrangements 
with lhc> Ff^cultvLSynrianry who can supply order cards.. 4 

CbUeqo Idontificoiio n ( icUclH ^ ^ * . ^ \ 

Returning fc^culiy mcMiibi wil] receive updating stickers to be placed on 
their identi ficotion cords. New faculty memlj^rs will' receive temporary 
idcnlificotion cordr . Permanent -cards will be sent to new faculty . 
members upon appUconon to Mr. John Kahka, who wtll take the necessary 
photographs. ^ ^ • \ ,V 

• . ^\ • ' > • 



if 



- 21'- 



Faculty Salaries - V ' — ^ \ - 

Faculty salaries are paifl over a twejlve- month period. Checks are dis- 
tributed by c^ampus mail on the 25th of the month" beginning- September 
for the coming academic year. Letters of appointment are issued by 
the President fo/fuii-time faculty by February first and later'in the . ' 
spring for part-time' fa cull/ , r , ^ . ^ 

Checks .. .. * . ^ . 

' Fa-culty may cash che cks up to $50 -in the Bursar's office from 9:00 a .m/ - 
12:.D0 and IrCTO p,m. - - 3:30^mo Monday Jhrough Friday upon presentation 
''of Identificatibrfo Closed holidays. There is a.lstandard ten-cent 
' sepvice charge. . ^ 

BuUe' tin Boards ^ . ' . \ ^ 

The Lincoln Rpom bulletin boards carry airriptice.s fraro the Registrar,, class 
notice^s , and 'official CoLlade announcements o Faculty fellowship and grant 
opportunities are posted in the Faculty LoungBo ■ ' " \. . 

Mail ,. 

Pacu^lty have, boxes in Brownson Wing for bn-campus mail; in additidh 
they have mailboxes in the College Tbst O'ffice loc.ated in the Benziger ^ 
^uiying. Out-going' cnail should have the sender's name in the top 
left-hand corner of the envelope . ^Such* mail , as well as ca-hnpus mail, 
' may bje left in the box/au the maii;a door of Brownson, the mail tray out- 
sjde Room 11, Brownsoa Wing ; in Reid Hall, or at the Pdst Office, 

■ Messages ■ . 

The^e is an alphabeuzcd message box at the reception desk in Reid Hallj 
Faculty are aske^ to check re?.gularly for messages. In addition, messages 
may also be placed in facul*:y boxes in Brownson Wing.. 

Telephones • " . \ \ 

> 

The Manhattanvilie Director v lists all offices and extensions, as well as 
home telephones for faculty, staff , and administrators • Students'^'* 
campus numbers are also- given, ^ ; . ^ \ 

^ % . \ ) 

To place a business call Qff-camj5us, a faculty member s*?ould identify him- 
^elFto the College oporoter who will dial the numberl Full records of all 
. out-going calls ar^e kept a:^a check on 'billing. 

For personal calls, pay to b:: phones are located in each building. 
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Lost and Found . i . 

• ■" ' ■ 

Items found ciay be placed. in the closet in Brownson next to Room 104. 
Valuables should be given to the Registrar's Office, 

' Parking on Campus . 

A form for car registration will be sent to new faculty members who should 
return it to the Business Office-, 

Faculty are asked to park in the spaqs behind Brownson, in the lot north 
of the Cottage, in the lot south of the Music Building, or in the lot . 
between Spellman and Purchase Street. 

Faculty are asked not to park in front of Reid Hall and the Library, 

or immediately behind Reid, since these few spaces pire^re.served 

for visitor,s^. ^ . • 

.» ' „i • 

• The number of pedestrians on campus necessitates a general speed limit 
" of 15 miles per hour. The cooperation^ of all is asked to secure safety 

and convenience.^ ' 

Bus Service 

A bus runs^rom the front gate to StjNY Purchase and White Plain| hourly. 
A detailed schedule will be posted in the beginning of the academic year. 

Electricity - Hazards and Economics ^ ^ 

If you are the last person £o leav^";any room, please check to see that 
the lights are' off and that any appliances are also turned off. Only those 
applicances installed by the Colleg.e may be used in any building. Fire-s. 
regulations and the terms of our insurance coverage do not permit the ' 
use of. a n^^y other appliances . > ^ / 
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INFORMATION FOR DEPARTMENT CHAIR^RSONS 



Section III of the F^aculty By-laws defines instructional departments , their 
responsibilities, officers and meetings; the College Calendar (pp. 12-13) 
lists dates, set for departmental meetings for 1975-76, as well as dates 
for meetings ot Department Chairpersons . 

Curriculum 

Department Chairpersons are responsible for cpordinating the scheduling of 
the' curriculum according to' the dates set by the Registrar's Office. The 
Chairperson submits the proposed schedule to the Registrar in early February 
and dis^cu/ses any changes proposed' by her in light of the total schedule. 
The Chairperson is then responsible for submitting later In February on the 
date specified by the Registrar the final schedule along with course 
descriptions for the Curricular Guide and Bulletin on the forms provided. 

Any schedule 'changes occasioned by new faculty appointments later in the 
spring must be communicated directly to the Registrar. 

Faculty Recruitment - - 

Each department keeps -active files of candidates for teaching positions. 

Staffing needs should be anticipated well in advance and discussed fully 

with the Vice President tor Academic Affairs. " ^. 

« * 

The Vice President for Academic Affairs receives directly many inquiries ^ 
for teaching pcJsitions. After acknowledging inquiries,, this office sends 
vitae directly to the Department Chairpersons for their files. The 
acknowledgement in most cases states that the candidate may only expect 
to hear from iho Department Cbdirperson i'f there is an appropriate opening v 

Budget 

Chairpersons are responsible for their department budget. They receive In 
July a letter detailing the budget for the coming year, along with appro- 
priate account numbers to be used on all requisitions^ 

mR hiring of studem assistantsf Is cleared through Sister Sturges . Enter- 
tafm^icnt expenses are requisidoned through^he^ Vice' President for 
Academic Affairs \0.fficc: . Films are ordered through Mr, Kan]|^(see - 
page 29)- « . , 

Chairpersons of Departments with' separate accounts requisition supplies, 
hmfpnses, and equipment directly through the. purchasing department, - 
C^^rpersons whose departmental expenses are covered through the 
(Bentrailzed Instructional Budget requisition supplies, expenses, and ^ 
Equipment through ^:he Vice Presi(;ient for Academic Affairs' Offic^. 



OFFICE OF THE REGISTRAR 



Detailed explanations of registration procedures / the Portfolio system, 
as. well as evaluation 'procedures , are. carried in the Advisers' Manyal 
in the College. Handbook . All faculty ar^ ucged to familiarfz^ them- ^ ■ 
selves with this material. ^ ; . X 

Schedule l f ' J\J 

Changes in class h0ur or room for the curbent semester, even for one 
meeting, are to be fnade through the Registrar's Office so that there 
will be an accuratefrecord of space utilisation anld th'^ possibility of 
filling requests fon room reservations. . 

Ua class is cancel).^ for.,any reason, the .Registrar's Office should be 
notified, (See a I^a;^$cbffty Absence page 17.) Of ficia I notices of 
cancellations, c^arige. (Df room or hour, etc. are posted in the L,incoln 
Room by the Registrar Commuting students in a course may wish to 
set up a g|rapaf vine's^s tem of notifying one another if a class meeting 
has been camcelled. /Faculty are' asked to cooperate with- these students. 

^- ^Qui>g^ Change . t ■ y 

*Any necessary change in the published schedule of classes for the 
next semester should be given to the Registrar by the Department 
Cha ir person . / 

The yollege reserves the right to withdra-w any course 'Which is under- 
registered or for which the instructor proves to be unavailable. Instructors 
or departments may limit enrollment in some courses; if the enrollment 
in any course is too'large, students majoring in the field of study may be '\ 
given preference at the discretion of the instructor.' 

Syllabi ^ . 

Instructors are required to prepareai-^&y+labus for each course taught. The 
Faculty Secretary will arrange.^*«fprepare copies for distribution to "^''^ 
students and will file three^^rop^es . Faculty preparing their own syllabi ^ 
should give three copie's/^ th^ Faculty Secretary. This syllabus should 
be used to outline^or st\jdent^ at the first meeting of each course^ the . 
prerequisites foradmission ^nd the overall plan of work, bearing in mind 
the da^te when final grade^ are duts in the Registrar's .Office . ^/* 



Class Listg 1^ r 

Course registration to' fu I time undergradu^,tes takes plaqe durihg the 
firsffuU week of each semester. Tentative class lists should^be kfept 
by the instructor during this week; forms' for this are available in the 
Registrar's Office. After final registration the official class list will 
be sent to the instructor; it should be carefully checked and the 
Registrar .notified at .6nce of any discrepancy. Unless an instructor 
receives official no'lirication, no name should be dropped from the 
listo At the end/CT the's^Pmester , roll^ooks will be sent to each 
instructor by t^ Registrar for use in grade reporting. 

Student Abs ence' 

Whenever there is prolonged absai^^e frpm class the instructor should 
notify the Dean fpr Studios, ^he student should be kept on the class 
list tinless officral notification to ^ contrary is received. 

Mid'-term "Re ports ^ » ' * 

Reports on students who a b doing unsatisfactory .work, '.and the reason so ■ 
far as it is known, should be filed with the Dean for Studies during' the 
eighth week of the semester. Fbrms are available in the ^Registrar's Office 
and the Faculty Sec:v-tary's office. • , . * , 

Self-scheduled Cx a m i na t ron - ' 

... . . - t ■ ■■- - . ' ■ 

■» ■ • 

Self--sch(5dtiled exa lainanons , in courses wl^ere the instructor deems. Xhesd 

appropriate, will be admirustc-^red by the Registrar during the Reading, 

Evaluation, and Examination period, Copies of these examinations must 

be in the Registrar ' s Office by the preceding Friday; th^ Faculty Secretary 

will prepare examina:ion questions givdn t© her a week tn advance, fflue 

books wjll be ready to grading at the close of the week. 

Grades Due ^ - ^ \ 

All grafles for a]rcou''Se;s are dueMn t_^e Registrar's- Office on^ the .dates 
specified in the yearl*^/ calendar (Jan. 2, May 15 for seniors. May 20)'. / ^ 
, Syllabi should indicate a doadilr^-for all course work that allows^'-adequate 
time for evaluation Before the due date for grades. ..It is important that 
students* ha ve this deaanne'in wriiing at the 'beginning of the course.. 
For 5ludents whQ are completing the senior evaluation in the final semester 
(students are encou.age(!il *.o complete the senior evaluation in the term prior 
to the final term), the ctue date isjAprtl 2. Faculty shoujd rSlquire adherence 
to this deadline to aliow sufficient time for evaluation and revision. Senior 
•grades are due ori May. 15,^ . . 
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THE LIBRARY' • ' , 

/**.■.' 

Library Sta^f ' • ■ • 

Professional Librarians " ■ 

Catherine T. Tashjean, Director 

Elizabeth C. 0'Connor;>R. S.C. J. Archivist .. . 

Stefania A, Koren, Reference Librarian 
Phyllis R, Langley, Assistant Reference Librartan" 
Anita R. Lauer, Assistant Cataloger and Inter-Library Loan Librarian 
. Donna L, Nickerson, Cataloger 

Supportive Staff 

. • ' f ■ 

• Circulation Deskj Marie Buttrick, Ann Dixon, Philip Silverstein ^ ' 

Perioflicals: Anita Greenbaum • / 
Catalog Room: Emily Malloy, Beatrice Capecci, ^ 
Periodicals Room: Floral Hert, Regina Kane, ^Phyllis Leeds 
Administrative Assistant: Cecelia Van Tassel ^ ; \ 



Library Cards 

Faculty members use their library cards-to borrow books. Faculty are responsible 
for all books charged in thdir name and are subject to the general borrowing and 
^fine regulations^ Conventi«onal loans are for a four-week period. 

Extended Loan 

Books may be requested by -faculty for an extended loan period . Such books^are due^ 
at the ^nd of the term „ Books must be returned to the Library in order to be renewed. 
Books on extended loan are subject to regulations governing recalls if needed by 
another reader, 

Reserve Book Plan . 

At the request of faculty, books may be placed on Open or Closed Reserve. However, 
if the class is small and/or there is a wide selection of books from which to choose, 
it is preferable not to use the -reserve system. Only highly selective material re- 
quired of all students should be placed on reserv|j^ ^ 

Procedure : A reserve card is used for each title. Forms ai^e available at the Circulation 
E^sk. Submit completed cards to the Circulation Desk.- 

^ NOTE: One week is required for preparation and proce'ssin^g of 
Reserve books. Requests are processed according to the date 
submitted. Please do not assign boaks before expiration of • ' - 

the period required for^handling requests . . ^ • 
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Book Selection' 



Faculty members are encx)uraged to order materials to be added to the library' 
collection. Order slips may be secured from the Reference and Circulation 
Desks or the Acquisitions Department. Hptification is sent when books are 
cataloged and; added to the collection. 

Procedure: 



1. Use order form provided by the library 

2. Type or print all trade data, when available: author's 
name in full/ title , date of publication, publisher, price, 

3. Indicate department to be charged. 

4. Sign.. ^ 



5. Direct to Mrs. Tashjea^n 



NOTE: See secfifc>n on the library in the Student Handbook for 
full information concerning library resources. 
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AUDIO-VISUAL MATERIALS 



Portable audio-visual projection oquipment is available for use by the 
faculty. Equipment currently available includes: 

Record players mono-stereo 

Tape recorders mono-stereo-cassette - 

Movie projectors 16 m.m, 8 m. m. 

Film loop projectors 8 m,m. Super 8 

Slide projectors • 

P,A, systems 

Overhead projectors and Transparencies 
Video-tape equipment 



Ma ps 

Slide-Sync Presentation Didi-^ciiT' system 



Faculty who wi^sh to use this equipment should leave requisitions with Mr. 
JohnKanka, Brownson Wing 9 and 10, extension 504 (8 a . m. to 4:00 p.m.) 
Twenty-four hours notice is requested; ec|uipment needed on Monday sho\ild* 
be requested the preceding Friday. It will be appreciated if requests are 
at least a week or more in advance. To aocommodate evening classes, a 
student assistant will be available during the hours of 4:00 p.m. to 7:30 p,m. 
Monday through Thursday when classes are in session. y 
Movie catalogs are available. All films are ordered through Mr. KanSca and 
approved by the Dean of Faculty. Ordering should be made at least six 

weeks in advance of the showing date. 

\, 

^- COMPUTER 

A computer terminal for academic instructioili. is housed in Brownson Wing, Room 
10. These terminals are on line to the GE system and thus make available to 
faculty and students' computer capability for advanced research as well as in- 
structional purposes. Any faculty member who plans to use tl^e computer 
in conjunction either with research or course work should contact Mrs. Thompson, 
extension 208 ♦ , 



S i-' ' BOOKSTORE 



Textbooks ' " , 

Textbooks are ordered by requisition through the Manhattanville Bookstore, 
ground floor of the Benziger Building. Mary Ann Koziola is the Bookstore 
Manager. The Bookstore carries student textbooks, general bestsellers, 
magazines, general supplies, art supplies, stationery, and gifts. Requisi- 
tion forms' for textbook orders are available in the Bookstore,. 

Requisitions should be submitted by December 1 for^the Spring semester, 
by May 1 for the fall semester, and by April 1 for the. summer sessions. 
Even if the course is being repeated and you plan to use tjie same text- 
book as before, please submit requisitions to clarify your intentions. 

Fill in estimated enrollment conservatively since certain publishers allow 
only 20% returns on purchases during the year. If radical changes take place 
in registration, please advise the Bookstore immediately. 

We ask that you visit the Bookstore to discuss book orders as well as-to 

look oyer existing stock. Often thgre may be a different edition of the 

book requested that could be used, or books "suitable for the recommended 

study lists. We have the latest editions ^f Books in Print,. 'Forthcoming 

Books, and Paperback Books in Print. Everyone in the Bookstore is * 

available to assist you in any way possible and suggestions aretlvelcome . 

Desk Copies 

Desk copy forms are available in the Bookstore. Desk copies are to be ordered 
directly from the publisher. Allow 5 weeks for delivery. In case the desk copies do 
not arrive tn time, the books may be obtained from the Bookstore. However, these 
books must be paid for. Full refund will be made upon presentation of receipt and 
a copy of the book, within six weeks of start of term, provided the book is in 
salable condition (i.e. unmarked byeither professor or publisher). 

The Bookstore will be happy to place special orders for single cloth books to 
serve individual student and faculty needs. A $2.00 depoAt tpward the full 
price is required for any special order. 
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SECRETARIAL AND DUPI.TCATING SERVICES . 

Faculty Secretary 

Secretarial assistance is available for the pjreparation of material and 
correspondence relate^ to cours? work and general College business. _ 
Minutes of meetings should be drafted in longhand or typed on ditto 
stencils before being given to the Faculty Secretary. Work is completed 
on a first-come, first-served basis; a week should be allowed for work 
to be completed . 

.Mrs. Louise Vincent is the Faculty Secretary; she is assisted by Miss 
Delia Variano. They aie located in the Brownson^ Wing , center section, 
extension 320 . The office is open 9:00 a.m. to 4:30 p.m. Monday 
through Friday. After 4:30 p.m. material should be left in the locked ' 
box outside Room U of Brownson Wing . To acCommoctete evening classes, 
when College is in session, a student will be available in the Audio 
Visual Room, extension 504 from '4:00 p.m. to 7:30 p.m. Monday throHgh Thursday 
to assist with audio-visual requests, xferoxing and ditto work. 

The facult,y secretaries arc 'not able to Help with typing, etc. of a personal 
nature. Faculty who need assistance in preparation of research, etc. may 
consult Mrs. Vincent for names of typists.'available on a<!^ee basis. 

Stationery, office supplies, and various forms used on campus are 'available^; 
from ttic? Faculty Secretary „ \^ ' 

Graduate Scho6l Corro$ pond>'nce 

Lnttors of recommendation and recommenila tion forms related to graduate 
school applications, fellowships, grants, etc. are prepared by the Graduate 
Studies Office. Mrs Patricia KoUoher is the secretary in this office, 
} oundnrs Room 59., cxtens ion 284 , which isyopen from 9:00 a.m. to 3:00 p.m. 
Because ofaho heavy load on this office ly the Fall semester, letters of 
rocommenda)ti(^n should be givnn to Mrs. ielleher well in advance of their 
due date . ^ 

I.j>^plicc) tmq Machlru v) 

Ditto and Thormofax mc^chines are available in Room 6, Brownson V\/ing, and 
a xerox in Room 11, Browni^on Wing. Mimeograph and multilith machines , 
arc in the. Printing Office^, RcMd Hall B20- Faculty may leave material to 
bo duplicated with the r^acul^y Secretary. Students' material will not be 
cjccoptfd . C3 - — 
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ThevXerox machine is coin-operated, /or course or college-related work faculty 
may\>btain a ke'y from Mr. Kanka, Room 9, Brownson Wing, from 8:00 a.m. to 4:00 p.m. 
MonJjBy through Friday, When College is in session, a student will be available 
froW \00 p.m. to 7:30 p m. to assist with xeroxing. Faculty are asked to sign for 
the number.of copies in Mr Kanka's Office; the list will be tallied monthly by the 
Busines^stDffice 



Faculty are reminded' that the Thermofax machine can make copies in quantity 
from a xer\x copy. . - 



Mtscellaneog^s 



A typewriter is available for use of the faculty in Brownson wing. 

Change M address or telephone should b^eported promptly to the Faculty 
Secretary who wi^ notify othe^ College offices. 

^ I ^ 

If a faculty %iember carjnot meet a class, the Registrar*! Office should.be 
notified; it is not tms provinc^ of the Faculty Secretary to notify students . (See 
Faculty absence, pg\ 17 ) 
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